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MONTANA LOCAL GOVERNMENT RETENTION AND DISPOSITION SCHEDULES

Schedule for: COURTS OF LIMITED JURISDICTION (Justice of the Peace, City, & Municipal Courts)

Record Series Title and Description Retention and Disposition Citation/Comments
1 ANNUAL CASE LISTS Retain 10 years; destroy If this information is com-
List of all cases handled; an alphabetical index| puterized, it may be con-
May be manual or computerized. Contains nan verted to COM* for long-
and case numbers. term storage.

2 CIVIL CASES

May be composed of initiating documents

(complaints, petitions, etc.), pleadings, motions

and other documents submitted by case parties

copies of various types of notices, minutes, sun

mons, subpoenas, etc., court orders, judgmentd

and other case disposition documents.

See alsdPrior Offense Records.

a Closed cases a Retain 10 years; destroy b May microfilm attach-

b Attachments/judgments pertaining to domes b Permanent, unless ordered otherwid  ments; if this informa-
violence, violations of protective orders, or ar by a court; in that case retain for the| tion is computerized, it

other attachments that may be necessary for]  duration of the order may be converted to
felony conviction COM* for long-term
storage.
3 CIVIL DOCKET BOOKS Permanent If this information is com-
Books—usually hardbound—to document activi puterized, it may be con-
on a case. verted to COM* for long-

term storage.

4 COURT CALENDAR Retain 2 years after the end of the calg
Also called “Monthly Pending Case List” dar year for which it applies; destroy.
This is ever changing. The date of court appea|
ance is noted on documents in the file.

5 CRIMINAL CASES
May be composed of initiating documents
(complaints, petitions, etc.), pleadings, motions
and other documents submitted by case parties
copies of various types of notices, minutes, sun
mons, subpoenas, etc. court orders, judgments
other case disposition documents.

See alsdPrior Offense Records. a Retain 10 years; destroy

a Closed cases b Retain 75 years after disposition an¢ b May microfilm attach-

b Attachments/judgments for driving under the conviction; destroy ments; if this informa-
influence (DUI); domestic violence; order of tion is computerized, it
protection; minors in possession, drugs; theff may be converted to
0.02 or greater under 21; .10 blood alcohol t4 COM* for long-term
result (per se); or any other attachments thaf storage

* COM is Computer Output Microfilm/fiche
(CD-ROM is not recommended at this time for long-term storage—permanent or 75 years—since the technology
to read it may not be available in the future.)

Courts of Limited Jurisdiction (Exhibit A) CL 1



MONTANA LOCAL GOVERNMENT RETENTION AND DISPOSITION SCHEDULES

Schedule for: COURTS OF LIMITED JURISDICTION (Justice of the Peace, City, & Municipal Courts)

Record Series Title and Description Retention and Disposition Citation/Comments

6 CRIMINAL DOCKET BOOKS Permanent If this information is com-

Books—usually hardbound—used to document
activity on a case.

puterized, it may be con-
verted to COM* for long-
term storage.

DISSEMINATION LOG

Audit trail of access to computerized records. N
include the following information pertaining to
access to records: date, time, case type and ni
ber being accessed, security code, access codd
department, reason for access, person accessi
the record.

See alsdPrior Offense Records.

Retain 10 years; destroy

If this information is com-
puterized, it may be con-
verted to COM* for long-
term storage.

FISCAL RECORDS

Audit reports

Bank statements, canceled checks, check st
Bank deposit slips/books, bank receipts
Checkbook: used

Checkbook: unused

Cash receipts—record/journal

Cash register tape, daily cash balance recor
Collection records

Collections/distribution journal

Fine accounts

Reconciliation reports, monthly

Trust accounts

Trust/time pay disbursements reports

Time payment ledger and files

Receipts: used

Receipts: unused

Requests to data processing to correct error
accounts receivable on-line system

.Q'OODB_W‘_'_'D'(Q_"'(D 0oL

Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 1 year; destroy

Retain 8 years; destroy
Retain 1 year; destroy

Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 8 years; destroy
Retain 3 years; destroy

.Q'OODB_W‘_'_'D'(Q_"'(D 0oL

If any of this information
is computerized, it may bg
converted to COM* for
long-term storage.

9 JURY LISTS/RECORDS
Created at the beginning of each fiscal year.

Retain until superseded; destroy

* COM is Computer Output Microfilm/fiche
(CD-ROM is not recommended at this time for long-term storage—permanent or 75 years—since the technology
to read it may not be available in the future.)

Courts of Limited Jurisdiction (Exhibit A) CLJ 2



MONTANA LOCAL GOVERNMENT RETENTION AND DISPOSITION SCHEDULES

Schedule for: COURTS OF LIMITED JURISDICTION

Record Series Title and Description

Retention and Disposition

Citation/Comments

10 NOTICE TO APPEAR AND COMPLAINT
Tickets, citations
See alsdPrior Offense Records

If conviction occurs per-
taining to any of the items
listed in Prior Offense
Records, keep those cita

Per se 0.02 or greater under 21

a City a Retain 10 years, unless disposition
b Fish, Wildlife, and Parks (FWP) b Retain 10 years, unless disposition | tions 75 years after dispo
¢ Gross Vehicle Weight (GVW) ¢ Retain 10 years, unless disposition | sition.
d Highway Patrol d Retain 10 years, unless disposition
e Livestock e Retain 10 years, unless disposition
f Other f Retain 10 years, unless disposition
g Public Service Commission (PSC) g Retain 10 years, unless disposition
h Sheriff h Retain 10 years, unless disposition
i Tribal i Retain 10 years, unless disposition
j University j Retain 10 years, unless disposition
k Parking tickets (all types) k Retain audit + 3 years; destroy
11 PRIOR OFFENSE RECORDS If any of this information
Separate record of conviction of the following is computerized, it may b{
attachments for long-term/life-time charges converted to COM* for
a 0.10 blood alcohol test results (per se) a Retain 75 years after disposition long-term storage. May
b ARC-domestic batterer counseling records | b Retain 75 years after disposition | want to microfilm paper
¢ Domestic abuse ¢ Retain 75 years after disposition | records for long-term stor
d Driving under the influence (DUI) d Retain 75 years after disposition age.
e Driving with suspended license e Retain 75 years after disposition
f Drug possession f Retain 75 years after disposition
g Minors in possession g Retain 75 years after disposition
h No insurance h Retain 5 years; destroy
i i

Retain 75 years after disposition

(Justice of the Peace, City, & Municipal Courts)

12 SEARCH WARRANTS

Retain 75 years after disposition; desti

If this information is com-
puterized, it may be con-
verted to COM* for long-
term storage. May want {
microfilm paper records
for long-term storage.

[=]

13 SMALL CLAIMS CASES
The hearing is tape-recorded and a decision is
made from the bench at the time of the hearing
a Closed claims
b Audio tape

a Retain 10 years; destroy

b Retain 20 days after judgement (i.e
10 days after appeal time expires,
which is 10 days after judgment)

14 SMALL CLAIMS DOCKET BOOKS
Books—usually hardbound—used to documen
activity on a case

Permanent
(consult State Archives about transfer
an archives)

If this information is com-
puterized, it may be con-
verted to COM* for long-
term storage.

* COM is Computer Output Microfilm/fiche

(CD-ROM is not recommended at this time for long-term storage—permanent or 75 years—since the technology to read it may

not be available in the future.)

Courts of Limited Jurisdiction

(Exhibit A)

CLJ 3



Alphabetical Index

Alcohol Test ResultseePrior OffENSE RECOIUS ........cvvuiuiiiiiiie e e e e e 1
F Y o a1 = R OF= TS 1 £ 1
ARC-Domestic Batterer Counseling RecosggPrior Offense ReCOrds...........cccevveviiiiiiiviiiinieciiiineennns 3
AttachmentsseeCivil Cases oF CHMINAI CaSES.......uiiiiiiuii e r e e e e 1
Audit REPOISSEEFISCAl RECOIUS. ... ...ttt e e e e e et e e 2
Bank Records:
CheckbOOKSEEFISCAI RECOIUS .......ciiiiiiii et e e e et e e et e e et e e st e e et e e et eeateeeanaaees 2
Deposit SIPSEEFISCAl RECOIUS .......oiiiiiiiiiiiie et e e e e e e een s 2
RECEIPISEEFISCAl RECOIUS ......vviii ettt e e e e e et e 2
StatemMeENtSEEFISCAl RECOIS ......ciiiiiiiii e e e e e et e et e e et e eenaas 2
Blood Alcohol Test ResultseePrior Offense RECOIrAS .........coovviiiiiiiiiii e 3
(@ [T T F= Y A 0T | 1
Canceled CheckmeeFiSCal RECOITS .......cciuuii i e e e e e e et e e e eanaaaaees 2
Cases:

141 1| IO F= 11 4 PO

Cash ReceiptseeFiscal Records
Cash Register Tap@BEFISCAl RECOIUS. ... ..ciuuuiieiiiie et e e e e e e et e e a e et e e e eaeanas 2
CheCk StUDSEEFISCAl RECOIUS ... ..uuiiitiieiii et e e e e e et e e et e e e st e e et e e et e esaaeeestnees 2
Checkbooks, Used and UnNUSEEEFISCAl RECOIIS ... cu.iviieiiiiiieiee ettt et et e e e s e e ransanaen 2
CitationsseeNotice to Appear and COMPIAINT ..........uuiiiiiiiiiii e e eeens 3
Civil Cases:

CASE FlIBS .. e e e e s ———— e aaas 1

(D T0Tt = A = 1010 < TP 1.
Collection ReCOrdsSeeFiSCal RECOIS .......uuiiiiiiiiiiiie e e e e et e e et e e e b e ean s 2
Collections/Distributions JournabeFiscal RECOIAS .........cocuuuiiiiiiiiii e 2
Complaints:

SEECIiVil Cases OF CriMINAl CaSES.......uuiiii et e e e e e e e e et e e e s e e et e estn e st o 1.

seeNotice to Appear and COMPIAINT ..........covuuiiiiie e e e e e eaeens S,
(OFo 18] OF= 1= o To - T PR 1
Court OrdersseeCivil Cases or CrimiNal CASES .......ccivuiiiiiieiiii e e e e e et e e e eees 1

Courts of Limited Jurisdiction Index



Criminal Cases:

CASE IS ottt e et e e e et et mmm——— 1

[T Tox 1G] B =0T | 2.
13T 0 1T = 4o ] N 1o T 2
Disposition DocumentseeCivil Cases or CrimiNal CASES ...........coviieiiiiiiiiiiiieieeeeeiii e 1
Docket Books:

(O =T 1

(O 410011 g F= LI O T3 RRP 2

S =V O 1] S = TS LS 3
Domestic Batterer Counseling RecosgePrior Offense ReCOrds.........cooovvvviieiiiiiiiieeiii e 3
Driving Under the Influence RecordgeePrior Offense RECOIAS ..........covvvviiiiiiiiiiiiiiiiie e 3
Driving With Suspended License RecosgePrior Offense ReCOrds .............uuiiiiiiiiiiiiiiiiiiieeeeeeeiiiinnnn 3
Drug Possession RecorsisePrior OffENSE RECOITS ........coovuviiiiiiieeiiiiiiii e 3
DUI RecordsseePrior OffeNSe RECOIAS.........uuiiiiiii i e e e e e eae s
Fine ACCOUNTSEEFISCAl RECOIUS ... ..cciiiiiieieiii et e e e e e et e e e et e e e aaa s
e ST o= L Lo 0] o R 2
GVW TicketsseeNotice to Appear and COmMPIAINT ..........cooveiiiiiiiiiii e 3
Index Of CaseSEEANNUAI CaASE LISIS .....iuuuiiiiiii e e s e et e e et e e e et e e e et e e e eeaens
JudgmentseeCivil Cases OF CrMINGI CASES. .......cii ittt e e eerns
JUPY LISTS/RECOIUS ...ttt ettt e e ettt et r e e e e e et e st b reeeeeeeeenneenne 2
[0 TR D 1S17= 0 91T = 1o o 2
Minors in Possession RecorsisePrior Offense RECOIAS ........ovvvvveiiiiiii e 3
Monthly Pending Case LiSEeCOUIt CalenOar............oooiiiiiiiiiieeeiieeiiie et eeeeenes 1
Motions seeCivil Cases OF CHMINAI CASES .......ieiuuuiieeii e e e e e e e e e a et e e et eaeara s
No Insurance Record®ePrior OffeNSE RECOIUS ........cvvuiuiiiiiii e e e e s 3
N0 TSI (oI 2Y o] 0T S SSPP 3
Parking TicketseeNotice to Appear and COMPIAINT ...........cooeiiiiiiiiiii e 3
Pending Case LISEeCOUIT CalENUA .........oiiiiiiiiiiii ettt e e e e e e e eeees
Per se 0.02 or Greater Under 21 RecerPrior Offense ReCOrds..........c.coevevviiiiiiviiiiiiiieiiineeceiineeeens 3
PetitionsseeCivil Cases or CHMINAI CASES ......ciiviuieiieieiiie e e e e e e e e e e ereaan s
PleadingsseeCivil Cases Or CrMINAl CASES .........uuuuuiiiieiiiiiiiiiee ettt e et eeeeenaae
Prior OffENSE RECOIAS ....ccvuiiiiiiiii e e e e e e et e e e e e et e e s — 3
Receipts, Used and UnUSBEEFISCaAl RECOIUS...........uuiiiiiii e e e e e e enens 2
Reconciliation RepOrtSEEFISCAl RECOITS .........ccciiiiiiiiis et 2
Requests to Data Processing to Correct Errors in Accounts Recaigablecal Records ................... 2
Yo Lol IRV = U = £ 3

Court of Limited Jurisdiction Index



] 4o U O o SR = TS 3
Small Claims DOCKEL BOOKS..........uiiiiiiieiiei e e e e e e e e e e e et e e e e et e e e eaaan s 3
SubpoenaseeCivil Cases Or CHMINAI CASES .........uuuuuiiiieiiiiiii et e e e e e eenes
SummonsseeCivil Cases OF CrMINAI CASES. .......oii ittt e e s
TicketsseeNotice to Appear and COMPIAINT...........uuuiiie e eeeeees
Time Payment Ledger/File®eFiSCal RECOITS ........ccoiiiiiiiiiiie e 2
Trust ACCOUNISEEFISCAl RECOIUS ......vvuiiiiiiii e e e e e et e e e et eeeera e
Trust/Time Pay Disbursements Rep@#&FiSCal RECOITS..........cooiiiiiiiiiiiieeeeeeeii e 2

Court of Limited Jurisdiction Index



